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PURPOSE:
To provide instructions for processing the record on review submitted by the Office of Administrative Hearings (OAH) on electronic media.
OBJECTIVE:
· To provide the necessary direction to ensure that the record on review submitted by the Office of Administrative Hearings on electronic media is properly imported into OnBase and audited for quality. 
EVENT DRIVER:

· A Certification of Record on Review from Office of Administrative Hearings is received by the file counter in paper with attached CD/DVD containing the OAH record on review.
PROCEDURES:
I. File Counter receives, processes and forwards to LC Desk Clerk. 
II. Specialty LC Desk Clerk receives, processes and forwards to OnBase Administrator. 
1. Receives filed in original of Certification of Record on Review and Clerk’s copy of Record on Review (CD/DVD) from File Counter Clerk.  The LC Specialty Desk Clerk may also receive a CD/DVD labeled “Exhibits Media”.

2. Processes the Certification of Record on Review (docketing and scanning) 

3. Completes the established Administrative Review transmittal sheet with the Superior Court case number and Docket Event ID of Certification of Record on Review, and routes the CD/DVD of Record on Review to OnBase Administrator using the Interoffice Mail, Hand Deliver process.

4. If a CD/DVD labeled Exhibits Media is presented, a Discovery and Confidential coversheet will be completed, filed in, docketed and scanned.  The CD/DVD will be placed in an envelope with the Coversheet taped to the outside and forwarded to the Discovery and Confidential area for storage. 
III. OnBase Administrator Processing

1. The OnBase Administrator receives the CD/DVD of Record on Review from the Specialty LC Desk Clerk.
2. If a CD/DVD is received that is not filed by the Office of Administrative Hearing, the OnBase Administrator returns the disk to the LC Desk for processing.
3. The OnBase Administrator imports the Record on Review into OnBase, adding keyword index values to each document of the Superior Court case number and the Docket Entry ID, and batch name of OAH IMPORT.
4. The OnBase Administrator verifies the document count in OnBase with the documents on the CD/DVD.
5. The OnBase Administrator emails EDM QC Manager that the imported documents are ready to be audited.
6. Disposes of CD/DVD in recycling bin after completion of audit by EDM-QC

IV. EDM QC Leads Processing

1. Only CRR’s filed by the Office of Administrative Hearing require attention. CRR’s filed by any other party should be sent out of the queue.
2. Provide the Docket Entry ID keyword to the OnBase Administrator if requested.

3. EDM-QC leads audit for correct keyword values and check that images are retrievable in OnBase.

a. Add parts keyword (“Part 1 of xx”) to the first image – which will be a scanned image. All imported parts should have “Part x of xx” already entered on them.

b. All document parts should be present.  If parts are numbered 1 of 45, 2 of 45, etc., there must be 45 parts in all. 
c. All document parts should have the correct keywords, which includes case number, docket code, filing date, part number and Docket Entry ID.

d. All document parts are opened to ensure that each is retrievable in OnBase.

e. There should be no PFD Portfolios.  See Figure 1.
f. Any issues are reported to the EDM QC Manager.
g. If any “Exhibits” disk, tape, thumb drives, etc. have been received, those should be forwarded back to the LC Desk at mail code CCB/LCA using a transmittal sheet.

4. EDM-QC leads monitor the CRR Review Workflow in the COSC Hold for Review Lifecycle to ensure that all document parts have been imported into OnBase.

5. After all parts have been imported, the documents are removed from the queue. 
a. If document parts have not been imported 4 days after the scanned CRR enters the queue, contact the OnBase Administrator and EDM QC Manager, who will track down the disk. 
6. Once the audit is complete, the EDM QC lead notifies the OnBase Administrator and EDM QC Manager by email.

Figure 1
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POLICIES / RELATED DOCUMENTS:

· See File Counter Procedures and LC Desk procedures for more detailed information on the front end processes.
OTHER PARTIES INVOLVED:

· Filing Counter staff
· LC Desk Clerk

· OnBase Administrator
· EDM QC Leads

TIME / VOLUME:

· Varies by case.
FREQUENCY:

· Three to five times per month.
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· iCIS

· OnBase
REPORTS / FORMS:

· N/A
DEFINITIONS:
· OAH – Office of Administrative Hearings
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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